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i:} General Enterprise And Resource Support
Quick Reference Tip Sheet

Task

Process Information

Running the P-card query to view monthly activity

Note: If additional assistance is needed, please
contact the respective AOC Department staff or
the JIS Service Desk.

Steps to run the P-card query to view the monthly p-card activity for P-
card holders and proxies.

Note: This query can be run by the cardholder or their proxies. Proxies
for more than one cardholder will see data for all of the cardholders.

GEARS Navigation

Main Menu > Reporting Tools > Query > Query
Viewer

Main Menu » Reporting Tools » > CGuery = > Cuery Viewer

Process

This document is intended to provide a quick reference to completing standard transactions within GEARS.

Then click Search

STEP ACTION DETAILS
1 Enter the name of the query Favorites = Main Menu + > Reporting Tools » > Query = > Query Viewer
* | DPCGA_PCARD_MNTHLY_ACT_BY_USER -
in the search field. & GEARS
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Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

I DPCGA_PCARD_MNTHLY_ACT_BY_USER l

*Search By begins with

Search Advanced Search
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Running the P-card Monthly Query

GEARS Quick Reference Tip Sheet

Note: If you’ll be using this query on a
regular basis, you can add this query as
your favorite.

1a.

This will save you the trouble of having
to search for the query each time.

Once you save a query as your favorite, it
will show up under My Favorite Queries |

Favorites v Main Menus > RepotingTools» > Query~ > Query Viewer

& GEARS

MARYLAND JUDICIARY.

Query Viewer
Enter any information you have and dlick Search. Leave fields blank for a list of all values

*Search By begins with

Search Advanced Search

DPCGA_PCARD_MNTHLY_ACT_BY_ USER

Search Results

*Folder View |— Al Folders - v
Query Personalize | Find | View Al |2V | ] First (0 1011 0 Last
. Runto Runto Runto Add to
Query Name Description Owner Folder ML Excel” xwL = Schedule  Definitional References £Ic 0

DPCGA_PCARD_MNTHLY_ACT_BY_USER View monthly P-card frans.  Public HTML Excal XML Schedule  Lookup References
(|~ My Favorite Queries Personalize | Find | | B First ' 1011 ¥ Last
Query Name Description Owner  Folder Rutio Runto RuMIo Schedule  Definitional References  Remove
DPCGA_PCARD_MNTHLY_ACT_BY_USER View monihly P-card frans Public HTML Excel XML Schedule Lookup References =
\_ [ Ciear Favorites List

There are a couple options to view the
results of the query.

1. HTML
2. Excel

Click on your preferred option.

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By begins i

Advanced Search

DPCGA_PCARD_MNTHLY_ACT_BY_USER

Search Resuits

click
View Results
Note: Depending on the option you picked,

your results will either display on the
webpage or you’ll be prompted by your

As typical with excel files, data can be
searched on, sorted and filtered on.

browser to open an excel file with the results.

*Folder View
Query Personalize | Find | View Al | 2| = First ‘4" 10f1 '* Last
Query Name Description Owner Folder Rom® Buni? Ma'® Schedule  Definitional References foq o
DPCGA_PCARD_MNTHLY_ACT_BY_USER View monthly P-card trans. Public XML Schedule Lookup References Favorite
3 A new tab will open on your browser. DPCGA_PCARD_MNTHLY_ACT_BY_USER - View monthly P-card trans.
° Enter Billing Dal
Use the & to pick a Billing Date and then View Resuits
First Name Last Name Bill Dt Merchant Descript Voucher Date Distribution Li Account

Row (b}

@ End of Document

Page 2 of 2




